
 

CLICK ON COGNOS 

CONNECTION 



 

 

SCROLL DOWN AND 

CLICK CONTINUE 



 

 

CLICK ON REPORT TEMPLATES 



 

CLICK ON PERSON REPORTS 



 

 

 

 

 

 

 

CLICK ON COMPLETE 

TRAVELER INFORMATION 

REPORT 



 

SETTING FILTERS 
ORGANIZATIONS 



 

LEFT CLICK ON ORGANIZATION  

NAME. AFTER IT TURNS 

ORANGE RIGHT CLICK THEN 

SELECT FILTER. 



 



 

ENTER YOUR ORGANIZATION 

NAME OR THE ORGANIZATION 

NAME THAT YOU WOULD LIKE 

THE REPORT FOR THEN CLICK 

SEARCH. 



 

ONCE YOUR ORG 

APPEARS IN THE RESULTS 

BOX CLICK ON IT TO 

HIGHLIGHT IT THEN 

CLICK INSERT. 



 

ONCE YOUR ORG 

APPEARS IN THE BOX ON 

THE RIGHT CLICK OK. 



 

AFTER YOU CLICK 

OK A BOX WILL 

APPEAR SHOWING 

THE NEW FILTER 

YOU ADDED. CLICK 

APPLY. 



 

 

If you can view a wider scope in DTS because you have Org Access like DM1H, 

DM1D, DM1F, or DM6187, you may pull a report for any organization that falls 

under your hierarchy. Instead of typing in your entire Org Name, only type in 

what your Org Access is and it will pull up all the units under your hierarchy. 

ONCE THE PAGE 

REFRESHES YOU 

WILL SEE YOUR 

NEWLY ADDED 

FILTER AT THE 

TOP OF THE PAGE. 

CLICK OK AT THE 

BOTTOM OF THE 

PAGE TO GET RID 

OF THE FILTER 

AREA AT THE 

BOTTOM. 



 

After you select the filter you may set any other filters or sorts that you would 

like, by following the same process. 

1. Highlight the column you would like to edit. 

2. Right click to select the option you would like to apply to that column 

(filter, sort, delete, etc.) 

3. Set the parameters for the option you selected 

 

 

 

 

 

 

 

 

IF YOU SEARCH YOUR ORG ACCESS ALL OF THE 

ORGANIZATIONS THAT FALL UNDER YOUR 

HIERARCHY WILL APPEAR AND YOU WILL BE ABLE 

TO SELECT WHICH EVER ORGANIZATIONS YOU 

WANT. NOTE THE SELECT ALL AND DESELECT ALL 

LINKS. 



 
 

ONCE YOU HAVE 

FILTERED DOWN 

THE REPORT TO 

WHAT YOU NEED 

CLICK THE ICON 

THAT LOOKS LIKE 

TWO FLOPPY DISCS 



 
 

NAME THE DOCUMENT 

AND ADD ANY OTHER 

COMMENTS YOU 

WOULD LIKE, THEN 

PRESS OK. AFTER THE 

REPORT HAS BEEN 

SAVED CLICK THE BACK 

ARROW AT THE TOP OF 

THE PAGE. 



 
 

CLICK ON MY 

FOLDER TO ACCESS 

THE REPORT YOU 

JUST CREATED. 



 
 

CLICK THE PLAY 

BUTTON TO BEGIN 

RUNNING YOUR 

REPORT. 



 
 
 

CLICK ON THE ADVANCED 

OPTIONS LINK 

CHOSE TO RUN YOUR REPORT IN THE 

BACKGROUND. DESELECT THE BOX NEXT TO 

HTML AND PUT A CHECK IN THE BOX NEX TO 

EXCEL 2007. ONCE YOU HAVE DONE THIS 

CLICK RUN. 

 



 
 



 

IF YOU ARE READY TO 

RUN YOUR REPORT 

CLICK OK. 



 

AFTER THE PAGE REFRESHES IT WILL BRING YOU BACK TO THE 

‘MY FOLDERS’ TAB. YOU WONT BE ABLE TO VIEW YOUR 

REPORT UNTIL THE GLOBE AND PLAY BUTTON ARE NEXT TO 

YOUR REPORT NAME. ONCE THE GLOBE AND PLAY ICON 

APPEAR CLICK ON THE REPORT NAME TO PULL UP YOUR 

REPORT. 

 


